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Executive
Chalrmar, Intra~Agency Committee on Administrative Overt Procedures
Recommendations on Issuance System.

1, The Intra~Agency Committee on Administrative Overt Proecedurcs reeom-
mends the following gotion which is in agreement with the recormendations of
the Committee on Administrative Covert Procedures:

2, Three-post binders be used to file manual lscuances.

b, The overall security classification of the mamal be. SECTCT,
Eash page be classified in ascordanes with themmature of 1ts econtents.
TOP SECRET issuances be handled sepersately, : ,

8¢ A tab-divider sysiem be aﬁoyté&, (Exeeptions relating to sub-
‘division dividers and color of dividers are shown in persgraph 2b.)

. de The nmmbering syetem and psge format be identical to sample
attached %o the Covert Cormitiee recommendotions. (Exeeption regarding
pagination is shown in paragraph 2e.)

e. Additions to sub~paragraphs be incorporated by use of & deedmal
and the next open mm_arical identification,.

fo Ffset reproduetion be used for both Agency and Intre-oifice
isanances,

ge A1l poliey, inst:uetional and procedural information of z seml-
permanent or permenent nature and having general applicability be included
in the marmal, Administrative notices of & temporary nature be issued
separately. (Note: The Covert Committee spells out the format for notices
in considersble detail,)

h. Appropriate distribution markings be indicated on each page of
the manual,
| v %?m

i, Eash nal issuanse be issued with a transmittal sheet which
will indicate “the changes or additione being made. The tremsmitial
sheet alse indicate if an issuance having a restrictive distribution
has been issued under the last preceding tronsmitial sheet,

Jo The Management Offi signed draft of all issuances,
25X1X8 The separate manual issuan parry the signature of the approve
ing official,
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2+ This Committee recommends the following action which is not in

agresnent with the Govert Committeos

8¢ The subject oamtegories of the manual be esteblished as
follows and be arranged in the following sequence:

(1) Mama) Instrustions

(2) Budget and Pinonoe

(3) Commnications

(4) Correspondence aud Piles
(5) Idetson |
(¢) Operations

(7) Organizetion and Funoctions
(3) Pemoﬁml and Medical Services
(9) Security |
(10} Bupply and General Servioes
(11) ‘*ravel and Tramsporiaticn

be The major tsb-dividers be white, Each office determine its
own divider system for intromoffice iesuances,

Ce fﬂmwﬂe deaignation "OIA" be used on eagh page for Agenayw
wide issuance, Issuances of the separate offices of CTA bear their
organizational code designatien, ©.gs; MNOUER,

d. An alphabetical subject index to category and first sub-division
bs inCluded and revised, ‘

&, No recommendation iz nade regarding nurmbering or organization
of fisld seations of the mamal,

3+ In addition, this Commiitee recammends that wherever possible each

subjeot should be covered completely under one heading instead of trcating
the subject separately under esch eategory of the manugl.

Chair—an
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